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INTRODUCTION

] This Workbook has been designed for use in conjunction with the
Interservice Instructional Systems Development Procedures, audio-visual
materials, and a 1imited number of Workshop Enablers or instructors.
It is designed to be primarily self-instructional with the addition of
feedback at key points in the process., You can improve your own
performance and products by following Some easy-to-say but hard-to-do !

rules. em;féﬁgP/Q75k) v
i. Don‘t ask for critique or review until you are ready to
receive it. Finish the work “irst.

2. Prepare yourself to listen carefully and take nctes on
the suggestions offered by the reviewer.
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3. Encourage the Enabler to go into more detail and ask B
clarifying questiors if you do not understand. :

i

4. Let the Enabler know that you appreciate frankness and
honesty. Feedback can only have real value if it is
frank and honest.
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5. 1If you outrank the person from whom you are asking a
review or critique, you must be extra careful to let him
know that he can provide a critique of your work or product
that will not be a criticism of your position..:
Cultivating honest reactions and frankness in subordinates
is one of the more difficult tasks the manager faces.
It may well be one of the few characteristics which separates
the outstanding managers from others.
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When you have done the Workbook Exercise clearly and completely, T
take it to an Enabler for scoring and critique. Some of the Blocks ¢
have more than one Exercise---be sure to do only one at a time and
get feedback.
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HOW TO USE THIS WORKBOOK

The format will require that you follow the step-by-step instructions
in the exercises for the particular block. These instructions will
generally require that you:

1. Read the referenced materials.

2. Observe, read, or listen to auxiliary materials such as
fiims, inputs from previous blocks, audio tapes, atc.

3. Perform the first exercise.

Check your work with the Workshop Enabler.
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INSTRUCTIONS

The Interservice Proceduvres for Instructional S stems Development (1PI1SD)
Model has five Phases and each phase has severz - components ca%Ted Blocks:

PHASE I: ANQbYZE - Five Blocks ;i
PHASE IT: DESIGN - Four Blocks i
PHASE III: DEVELOP - Five Blocks ; ;g
PHASE IV:  IMPLEMENT - Two Blocks i
PHASE V:  CONTROL - Three Blocks : é

The IFISD Model is displayed graphically below. Notice that each plock
retains the Roman numeral of its phase along with a sequential Arabic
numeral (e.g., Block 1.2).
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In the Manuals, each block is separated into three Sections. Take a moment
to look at the Table of Contents for Phase I: ANALYZE. The first section
gives the Introduction, the second presents the Procedures, and the third
1ists the Outputs of the block. Each of these sections is divided further
b% adding a decimal point and the appropriate seguential Arabic numeral to
the section number. Each Subsection may have additional subdivisions desig-
nated by adding another decimal point and the appropriate Arabic numeral.
The following display illustrates the numbering system:

M

Iv . 1 . 2 . 1

Phase Block Section Subsection

Within each block, only the section and subsection numerals are used, there-
fore these numerals will be the oniy ones you will encounter during the major
portion of your readings. The phase and block numerals are presented on the
initial page of each block along with a display of the total Model. The
block that represents the nortion of the Model you are about to enter is
outlined with a heavy black 1ine in the display.

In order to reference any particular section or subsection in the Model, you
need to know the phase and block numbers in addition to the section and sub-
section numbers.

For example, just knowing that the material you are interested
in is located in Section/Subsection 2.1 does not give you enough
information to find what you need. Knowing the block number
narrows the field of inquiry, but is still not enough. However,
if you know the phase number in addition to the above, you would

probably have little difficulty in locating the material you are
interested in.

#
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An index is provided at the end of each vuiume. The index vefsrs you to +'e
phase and page number of the items referenced. To ma:e Sure you can use the
numbering system in the IPISD Manuals, here are some examples

A
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I11.2.2.1 stands for Phase III, Block 2, Section 2, Subsection 1.

Likewise, I.1.3.1 stands for Phase I, Block 1, Section 3, ?g
Subsection 1. -

Your turn. Write down the page number in the manuals where erch of the
following sections are foung.

a) 1.3.1.0, # 3 b) 1.2.2.1.2, # ; ¢) 1.2.2.1.1.8, #

The answers to these questions can be found at the tcp of the following page.
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Module 1:

TH-IN-3

Answers: a) 157; b) 130; c) 128

IT you had trouble locating the appropriate page numbers, see the Workshop
Enabler for assistance. The enabler is the instructor for the workshop, his
Fole will be discussed at greater length later in this introduction.

Now that you can distinguish between phases, blocks, and sections, terms that
will be used throughout your discussions and the readings, take a look at how
this workshop is organized. For purposes of corducting the workshop, the
related blocks have been divided into twelve Modules for the workshop.

Module 5: Module 9:
Block 1.1 Block II.1 Bicck I111.3
Block 1.2 Block II.2 Block 111.4
Module 2: Module 6: Module 10:
Block 1.3 Block 1I.3 Block II1.5
Block II1.4
Module 3: Module 11:
Module 7:
Biec!. 1.4 Block IV.1
Block III.1 Block 1V.Z
Module 4:
Module 8: Module 12:
Block I.5
Blnck I11.2 Block V.1
Block V.2
Block V.3

The pretest consisis of a knowledge inventory of the materials contained in
each module, A scor? of 1L0 is required for individuals who are responsible,
in their actual job.. for the performance of tasks associated with the par-
ticular phases ard/or viachs covered by the test.

If an individuai tikos ths tests and exercises for Phases I-III because of

his current assignment, he wouid then be required to read the tests, exercises,
and Executive S'mmary Tcr Phases IV and V.
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Posttest

The posttest is the same as the pretest and the criteria for passing are

also the same. You will be given a posttest after you have completed each
reading assignment in the manuals.

Exercises

The exercises are performance tests which measure your ability to perform
the tasks associated with each module.

In some instances, space for your responses to the exercises is provided,

either following the exercise or on the page immediately after the exercise.

Writing paper will be provided for those exercises where you are asked to
produce your own product.

Procedures

At the beginning of each module of instruction, you will be given a pretest
which covers the information contained in that module. One of two things
may happen based on your performance on the pretest.

1) If you reach your criterion on the pretest, you are then given
the module exercise(s).

2) Otherwise, you are directed to the appropriaté readings for the
module.

Since this is a decision point in the procedures, there are two possible
paths for you to take, .

In the first case, after you have passed the pretest* you are given the
module exercise(s). Upon completion of each exercise or sat of exercises,
your products and/nr results are taken, by you, to the Workshop Enabler,
The exercises liave been marked with the Tollowing symbol: ‘/

When you reach this symbol, you are to have ail of your work up to that
point checked by the Enabler. You are to work from symbol to symbol. .
Sometimes ycu will need to have your products checked after every exercise;
sometimes, after a group of exercises.

*Ycu would not be expected to pass a pretest unless your training and experience
is directly relevant to the content in a given module. If you pass many pre-

tests, vou may nct be a member of the target population for which this instruc-
tion ic intended.
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The Enabler will judge you work and may give you a "go." If you receive a
"go," you proceed to the next exercise, continuing until you receive a "go"
on the final exercise.

Checking your products at the eppropriate poini is critical as it will ensure
that what you are doing is on the right track. If you do not receive a "go,"
you and the Enabler will discuss the most appropriate plan for successfully
completing the exercise. You will be able tu correct any errors or problems
while they are still in the 2arly stage, rather than waiting for them to become
serious. The Enabler may ask you to read the materials, or rework the exercise,
or 2 comination of both.

This orings us to the second case, in which you did not pass the pretest. At
this point, you are directed to the appropriate readings for the module. At
the completion of the eadings you are given the posttest. If you pass the
posttest, you will receive the performance exercise(s) for the module and pro-
ceed in the manner stated above. However, if you do not pass the posttest you
will be referred to those sections of the readings which seemed to cause you
the most trouble. With the assistance of the Enabler, iron cut any of the
problems you hi ve encountered. After this you will move on to the exercise(s)
for that module.

SMEs and Mate.ials

Throughout the workshop, you will be required to complete numerous practical
exercises using your own materials. If you were to bring materials related

to the job of a rifleman, it would be essential for you to be a subject matter
expert in that job. In order to successfully complete the practical exercises,
you must be a subject matter expert ir the content of your materials. In
addition, the examples you select for development should be simple. The use of
materials related to extremely complex or technical jobs will only make your
learning experience more difficult.

A flowchart (diagram) of the workshop procedures is presented on the next page.
It is suggested that you take a brief look at this diagram. You are now

ready to begin Module One of the Technical Workshop. "Good Luck" and please
foel free to make any comments concerning the procedures, {.ie materials, or
anything you see which might hav. an impact on the materials. Suggestions for
revisions or changes should be sent to:

ISD Project

Center for Educational Technology
1A Tully Building

Florida State University
Tallahassee, FL 32306
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WOKKSHGP LEARNING OBJECTIVES

1. From a provided 1ist of tasks, select the properly written task
statements.

2. Write a job definition for a familiar job.

3. Lisc the duties that make up a familiar job.

4. Considering the practical constraints of a given command, develop a
complete data collection pian for the analysis of a specific job
and the selection of tasks for training. This plan should include
as a minimum:

a. How data will be coilected. Rationale for these decisions.
b. In what order data will be collected (i.e., what data must be
gathered before other data). What is the raticnale for these

decisions?

c. What evaluation criteria will be used to select tasks for
training. What is the rationale for these decisions?

d. From what sources the data will be gathered.
e. What data collection forms will be used.
5. Write several examples of "duties" cf a familiar job.

6. Match task statements with the duties o’ a familiar job (duties Tisted
above).

7. For a series of task statements, geierate representative summary data
simulazing the results of data collected for the selection of tasks

for training.

8. Select tash. for training, using a task list and appropriate
supportive -fat>.

9. Select ta.¥: Tor training on the nasis of.summarized data rgsq?ting
from a tesk =y atory survey. Give a rationale for the decisions.

10. Document i-e conditions, cues, standards and elements for tasks
selected - Jr triining.

#ORKSHOP INSTRUCTIONAL MATERIALS ?

The reaZ-ngs fu: this module are Blocks I.1 and I.2,in thq ISD Hanuals{
If there is any part that you do not understand, ask the Workshop Enabier

for assistance.
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WORKSHOP EXERCISES

1. Following is a list of tasks that are part of the job of Military Po ice.
Six of the task statements are correctly written and five are not. /
Identify the correctly written tasks. ]

Correct incorrect
Work at scene of demonstrations.

—

Process juvenile offenders.

Subdue subject resisting arrest.
Prevent accidents.

Remove vehicles that obstruct traffic.
Fill out missing persnn report forms.
Follow safety rules.

Take appropriate action while on duty.

W 00 ~N O N Bw N

I<sue traffic citations.

[
e

Fiil out burglary report forms.

11. Understand how to fill out arrest reports.

2. From the Tist of tasks on the next page, select 7 tasks for training
new recruits. Although all information included in the chart should be
considered, your command considers consequences of inadequate performance
the most important criterion. Place the letter T next to the tasks
you select for training, in tne left-hand column marked "T".
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3. During the workshop you wi®1 analyze a job, design and develop instruc-
tion for a small portion of this job, and evaluate the instruction to
determine its effectiveness.

At this point you should:

a. Select a simple job. You should be very familiar with this job and
know how it is performed or be reasonably expert at performing it.
Do not select a job function with which you are not familiar. .

b. List the major duties included in the job you have se]ected.’/

4. Assume your supervisor has assigned you the responsibility for job
analysis for the job you selected in Exercise 3. Also assume that a
current task Tist is not available. Before you conduct the job
analysis you will need to: (1) prepare a data collectior plan and
(2) establish criteria for selecting tasks for traini:g. <

Insofar as practical, suit the plan to your understanding of your
present command. You may have to make some assumptions about the
requirements of your command. ror example, are you likely to have
reasonabie time and resources for conducting the job analysis or must
you operate on an extremely tight schedule and budget? Be sure to
document or reco~d any assumptions you make. Remember that you are
writing a plan so that you, your supervisor, and others will know
exactly what you are going to do. Your plan must be sufficiently
detailed so that your supervisor can either approve the plan or tell
you what ycu must do differently.

[

h
L

Your plan should, as a minimum, include:

a. What date and informetion you need to collect.

b. In what order vou will collect the data and what methods you will -
use to collect the various data. Be sure to give the reasons for -
your decisions.

c. Evaluation criteria to be used to select tasks for training.

d. Sources for the various data; that is, from whom you will collect
the data. Be reasonably specific here. "From a representative
sample of the population," is not sufficient.

e. What data collection forms will be used. Either sketch the forms
or reference them if they already exist.

™

f. How the task list will be validated. ‘/

(NOTE: Since this is a long exercise, you may wish to have the Enabler
check each part as you complete it.)
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For the job selected in Exercise 3:

List 8 of the tasks that make up the duties of this job. Do not
document the conditions, cues, standards, or elements unless neces-
sary to make clear to the user (in_this case the Workshop Enabler)
what the tasks are. Later you will develop tests and instruction for
some of these tasks; therefore, you should list tasks with which you
are reasonably expert.

In Exercise 4, your data collection plan included collecting data for
selecting tasks for training. Assume you now have collected this data.
Summarize the data upon which selection of tasks for training will be
based, for the 8 tasks listed in Exercise 5. Since you do not have the
real data, make the sunmary data Took the way you think the real data
would look. (NOTE: The Enabler may make some changes to these data.
What you get back from him will represent the "real” data.) Your
summarized data might look similar to the form shown in Figure I.15,
page 142; Figure I1.16, page 150; or Appendices C and D, pages 99-104.‘/

Assume that your supervisor informs you that resources are available
for training only 4 out of the 8 tasks. Based on this constraint and on
the summarized data from Exercise 6, recommend tasks for training. Give
the criteria you wiii use to select tasks for training and the rationale
for your final recommendations. (NOTE: The Workshop Enabler may not
accegt your recommencdations. The final selection of tasks for training
may be negotiated by you and the Enabler.)

The Enabler will assist you in choosing one of the tasks selected for
training. ('ater, you will actually develop or select instruction for
this task.) For this exercise, document the conditions, cues, standards,
and elements for the chosen task on the attached Job Data Norksheet.’/

Why are tasks selected for tﬁaining?‘/
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WORKSHOP LEARNING OBJECTIVES

State the differences that generally exist between tasks and their
corresponding JPMs.
Construct JPMs for tasks. Each JPM should contain:
a. The required test performance

Test conditions

Test cues

Test standards

Equipment and facility requirements

Administrator's instructions
List the reasons why instruction is based on JPMs rather than upon
actual tasks.

Define the term "JPM."

WORKSHOP INSTRUCTIONAL MATERIALS

Read Block 1.3 in the ISD Manuals. If there is any part that you do not
understand, ask the Workshop Enabler for assistance.

WORKSHGP? EXERCISES

Construct JPMs for the tasks listed on the three attached Job Data
Worksheets. 1In cases where the JPM you write and the task differ,
give the vationale for the difference. Prepare test administrator's
directions only for the Whéel Vehicle task. The test administrator's
directions should include: .

2. Test objective
b. Conditions
Eouipment vequired

)
}  Envivonment
3) Layout of test area




